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Executive Director’s Message

Greetings Service Partners:

Serve DC — The Mayor’s Office on Volunteerism is the DC Commission for National and Community Service, one of more
than 50 State Service Commissions that administer federal Corporation for National and Community Service funds and
coordinate national service initiatives at the state and local level. As the DC Commission and the District Government
agency dedicated to promoting service as a solution to the challenges we face as a community and a nation, Serve DC
strengthens city’s spirit of service through partnerships, national service, and volunteerism.

As an agency, we focus on three primary functions: We administer funding for AmeriCorps national service programs in
the District of Columbia; we train and mobilize residents to respond to disasters and emergencies; and, finally, we
promote episodic service opportunities to engage District residents in meaningful community service. In a larger sense,
what our office does is provide for District residents and nonprofit organizations with the tools and resources to address
pressing social issues — but, government cannot do it alone. It takes the collective effort of all of us to move this city
forward — our city, one city. To build and sustain our city, we rely on community partners like you.

We encourage you to actively engage with Serve DC and stay connected. Through our partnership we can make the
District a better place to live, work and visit.

In service,

f

Jeffrey D. Richardson, MSW

Executive Director
Serve DC — The Mayor’s Office on Volunteerism



Corporation for National and Community Service

The Corporation for National and Community Service (the Corporation) was established in 1993 with the mission to
connect Americans of all ages and backgrounds with opportunities to give back to their communities and their nation.
The Edward M. Kennedy Serve America Act of 2009 reauthorized and expanded national service programs administered
by the Corporation by amending the National and Community Service Act of 1990 and the Domestic Volunteer Service
Act of 1973.

The Corporation is the federal agency that improves lives, strengthens communities and fosters civic engagement
through service and volunteering. As the nation's largest grant maker in support of service and volunteering, the
Corporation engages 4 million Americans of all ages and backgrounds in service to their communities each year through
Senior Corps and AmeriCorps (including VISTA, Volunteers in Service to America; NCCC, National Civilian Community

Corps; and State/National) programs. Participants in Corporation programs and the community volunteers they help
coordinate enable thousands of national and local nonprofit organizations, faith-based groups, schools, and municipal
agencies to solve tough problems and meet local needs in education, environment, public safety, disaster response, and
other critical areas. For more information, please visit www.nationalservice.gov.

The Corporation currently manages two national service programs:

AmeriCorps: AmeriCorps provides opportunities for Americans to make an ongoing, intensive commitment to service.

Senior Corps: Senior Corps offers a network of programs that tap the rich experience, skills and talents of older citizens
to meet community challenges.

AmeriCorps

Across the country, AmeriCorps programs involve more than 75,000 members each year who meet urgent, local
community needs in education, public safety, disaster relief, unmet human needs, and the environment.

AmeriCorps State and National Direct
AmeriCorps State and National Direct members are sponsored by national, state, and local public and nonprofit

organizations. To meet the specific needs of the communities they serve, these local AmeriCorps sponsors recruit and
train AmeriCorps members. Funding for these programs comes through the Corporation (National/Direct) or through
State Service Commissions, like Serve DC.

AmeriCorps VISTA (Volunteers In Service To America)
AmeriCorps VISTA was authorized in 1964 and founded as “Volunteers in Service to America” in 1965. VISTA
was incorporated into the AmeriCorps network of programs in 1993. This program is dedicated to fighting poverty and

increasing the capability of people to improve the conditions of their own lives. AmeriCorps VISTA members work full
time in the communities they serve, creating programs that continue after they complete their service.

AmeriCorps NCCC (National Civilian Community Corps)

AmeriCorps NCCC is a ten-month, full-time team-based residential service program for men and women ages 18-24.
AmeriCorps NCCC campuses are located in Maryland, Colorado, lowa, Mississippi and California. Members complete
projects in different areas of the region they are assigned. AmeriCorps NCCC combines the best practices of civilian
service with the best aspects of military service, including leadership and team-building.


http://www.seniorcorps.gov/
http://www.americorps.gov/
http://www.americorps.gov/vista
http://www.americorps.gov/nccc
http://www.americorps.gov/for_individuals/overview/index.asp
http://www.nationalservice.gov/

Serve DC - The Mayor’s Office on Volunteerism

Serve DC - Mayor’s Office on Volunteerism is committed to making the District of Columbia a better place to live, work
and visit. Serve DC’s mission is to strengthen and promote the District’s spirit of service through partnerships, national
service and volunteerism. Serve DC helps to fund and facilitate volunteer and service programs for District residents and
communities. Serve DC offers grants and financial support to District nonprofits, government agencies and schools.

History of Serve DC

Serve DC — The Mayor’s Office on Volunteerism, also known as the DC Commission on National and Community Service,
was established by a Mayoral Executive Order in 2000 to facilitate volunteerism and service initiatives throughout the
District of Columbia. There are three distinct lines of service in the office: National Service, Emergency Preparedness,
and Communications and Special Initiatives.

National Service

Serve DC funds, monitors, and supports AmeriCorps State programs in the District of Columbia. Combined with
AmeriCorps VISTA projects and AmeriCorps National Direct programs, AmeriCorps programs in the District engage more
than 1,600 individuals in meaningful service each year.

Serve DC also administers Corporation funds to support national service program development, training, disability
inclusion, and a State Service Plan. As a convener for national service in the District, Serve DC supports cross-
collaboration, continuous improvement of programming and resource development to ensure that national service sites
are inclusive, comprehensive and responsive to local community needs.

Emergency Preparedness

Serve DC recruits and trains District residents to respond and assist during emergencies — ensuring residents play a
major role in making their communities safer, stronger and better prepared to address threats of terrorism, crime and
disasters. As the District lead for emergency volunteer and donations management, Serve DC provides critical volunteer
support to the city’s official emergency response effort in the first 72 hours of a crisis.

Serve DC provides free emergency preparedness training and volunteer opportunities as part of Citizen Corps, a national
initiative designed to foster a culture of citizenship, service and responsibility. Citizen Corps’ mission is to harness the
power of every individual through education, training, and volunteer service to make communities safer, stronger, and
better prepared to respond to the threats of terrorism, crime, public health issues, and disasters of all kinds.

Communications & Special Initiatives

Serve DC is dedicated to making the District of Columbia a better place to live, work and visit through a variety of local
initiatives, such as the Mayor’'s Community Service Awards and Seasons of Service Days. Serve DC awards the Mayor’s
Community Service Awards to deserving individuals, government agencies, and nonprofit organizations that have made
a significant contribution to the District community. The Seasons of Service Days portfolio includes DC Public Schools
Beautification Day (August), the 9/11 National Day of Service and Remembrance (September), the Martin Luther King, Jr.



Day of Service (January), and Global Youth Service Day (April). These days of service are part of a year-round action plan
designed to demonstrate how a single day of service can grow into an ongoing habit of helping communities.

Serve DC Commission

By virtue of the Mayoral Order, a governing body of Commissioners plays an important role in the function of Serve DC.
Its core role is in accordance with the provisions of the National and Community Service Trust Act of 1993. The
Commissioners are responsible for reviewing and approving all grant decisions for funds from the Corporation. Within
the District, the Mayoral-appointed Commission is responsible for recommending innovative and creative citywide
service programs to increase volunteer participation in all age groups and providing community-based problem solving
among diverse participants.

District of Columbia State Service Plan

A State Service Plan is a state commission’s three-year strategy for coordinating national service and volunteer service
activities across all streams of service. The 2010-2012 District of Columbia State Service Plan is the continuation of a
significant collaboration to address citywide needs through service. The State Service Plan guides Serve DC programming
with priority areas that include education and youth, emergency preparedness, and economic growth and community
renewal. The State Service Plan creates a blueprint for addressing needs in the District through service and expanding
opportunities for District residents to serve to the fullest extent of their skills and abilities.

By addressing local and national priority areas, the intent of the State Service Plan is to serve as an evolving and living
document to guide focused activities around identified programmatic priority areas, demographic and inclusion
priorities, collaboration, and accountability. The District of Columbia State Service Plan can be found on the Serve DC
website at www.serve.dc.gov. Serve DC will be working collaboratively with community partners in 2012 to develop the
2013-2015 District of Columbia State Service Plan.

Serve DC’s 2012-2013 AmeriCorps State Programs

Byte Back
815 Monroe Street NE, Washington DC 20017
(202) 529-3395; www.byteback.org/

Byte Back’s mission is to improve economic opportunity for low-income residents in the District of Columbia by
providing computer training and employment readiness skills. Byte Back will bring 8 full-time AmeriCorps Members to
serve as technology instructors, teaching basic computer literacy skills and Microsoft Office skills to low-income adults
and out of school youth to help reach that goal.

Center for Inspired Teaching
1436 U Street NW, Suite 400, Washington, DC 20009
(202) 462-1956; www.inspiredteaching.org

Center for Inspired Teaching will engage a cohort of 28 professional AmeriCorps Members for a year of service. The
AmeriCorps Members will work as teachers in DC Public Schools in all eight wards in Washington, DC and will complete
the Inspired Teacher Certification Program.


http://www.serve.dc.gov/
http://www.byteback.org/
http://www.inspiredteaching.org/

City Year
1875 Connecticut Avenue NW, Suite 1130, Washington, DC 20009
(202) 776-7780; www.cityyear.org/dc

City Year Washington, DC unites 115 AmeriCorps Members, ages 17-24, from all backgrounds for a year of full-time
service, giving them the skills and opportunities to change the world. As tutors, mentors, and role models, these young
leaders make a difference in the lives of children and transform schools and neighborhoods in all eight wards of the
District of Columbia.

DC SCORES
1224 M Street NW, Suite 200, Washington, DC 20005
(212) 868-9510; http://dcscores.blogspot.com/

DC SCORES is a nonprofit that combines soccer, poetry, and service-learning in an afterschool curriculum to help youth
in 35 District Public Schools become physically fit, feel like a part of a team, and become active in school and agents of
change in the community. The AmeriCorps program will have 3 full-time and 12 minimum-time SCORE Corps Members
who will work at all 35 DC SCORES partner schools as writing and soccer coaches during the out-of-school time.

Experience in Action/ Experience Corps
601 E Street, NW, Washington DC 20049
(202) 434-6400; http://www.experiencecorps.org/index.cfm

AARP Experience Corps-Washington, DC engages 30 older adult minimum-time AmeriCorps Members who serve as
tutors and mentors to students in grades K-3 who are struggling to read. The program serves students at Neval-Thomas
and Kenilworth elementary schools, two high-needs Title | schools serving the Parkside-Kenilworth communities.
Members help students reach reading proficiency by the end of third grade, giving them the tools and support they need
to succeed academically in the long-term.

Higher Achievement
1701 K Street, NW, Suite 1000, Washington, DC 20006
(202) 861-7753; www.higherachievement.org/index.php

Higher Achievement's mission is to develop academic skills, behaviors, and attitudes in motivated and underserved
middle school children, 'scholars', to improve their grades, standardized test scores, attendance, and opportunities:
acceptance to top high school programs. Higher Achievement will have 5 full-time AmeriCorps Members.

Jumpstart
1612 K Street, NW, Suite 704, Washington, DC 20006
(202) 393-3344; www.jstart.org

Jumpstart Washington, DC will serve the year with 234 minimum-time AmeriCorps Members from the University of the
District of Columbia, Howard University, Georgetown University, Catholic University, and George Washington University.
Members from these Jumpstart sites will serve children ages 3 to 5 from low income communities, in one-to-one
tutoring and mentoring relationships based on language and literacy development. Corps members serve throughout
the District in Wards 1, 2, 3, 5, 6 and 8.
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Latin American Youth Center
1419 Columbia Road, NW, Washington, DC 20009
(202) 319-8640; www.layc-dc.org

Latin American Youth Center (LAYC) currently manages 22 full-time and 8 half-time AmeriCorps Members. The LAYC
AmeriCorps Program works in three teams at elementary and middle schools in the Washington, DC Columbia Heights
and Ward 4 neighborhoods. The Education Team serves as educational aides and runs after school programs for
students. The Health Team provides health education classes on a variety of topics that include physical fitness,
nutrition, self esteem, life skills and pregnancy prevention to both in-school and after-school students in elementary and
middle school. The Community Service Team works to engage students in community service through workshops and
the creation of community service projects throughout the program year.

Literacy Lab (Planning Grant)
623 Florida Ave. NW, Washington, DC 20001
(202) 494-3050; http://www.theliteracylab.org/

The Literacy Lab is a non-profit organization serving the Washington, DC area with the mission to provide high-quality,
individualized reading remediation to low-income students in order to increase their literacy skills, leading to increased
academic success and greater opportunities in life.

Playworks
1875 K Street, NW, 5th Floor, Washington, DC 20006
(202) 822-0097; www.playworksusa.org

Playworks is a national nonprofit organization dedicated to improving the health and well-being of children by providing
full-time play and physical activity for low-income schools across the country. Playworks programming has a strong
focus on recess, and encourages respectful, inclusive, healthy play for all students. Playworks provides each partner
school with a full-time coach who becomes part of the school community. Each Playworks coach works full-time to
provide organized play and physical activity programming throughout the school day and after school, organizing games
during recess and class game time, and providing after-school games, supervised playtime developmental sports leagues
and leadership training. In the Washington area, our 14 full-time AmeriCorps Members will serve Wards 1, 2, 4,5, 6, 7
and 8 in the 2012-2013 school year.

Serve DC Staff Roles

The following is a list of Serve DC Staff, along with their duties related to AmeriCorps.

Patricia Evans, Executive Director

The Executive Director provides oversight for all Corporation for National and Community Service sponsored grants; sets
program goals; recommends, develops and implements policies and procedures; manages and tracks match
requirements; and compliance monitoring.

Yolanda Brown, Deputy Director, Grants and Operations
The Deputy Director creates, coordinates and evaluates the financial systems of programs; processes reimbursement
requests; prepares program needs assessments and reports; and monitors program financial compliance.
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Kristen Henry, National Service Director

The Director of National Service is responsible for managing the direct oversight of Serve DC’s national service portfolio
and ensuring compliance with federal and local regulations; developing policies and procedures related to grants
administration and national service; and developing strategies for outreach and marketing to promote national service.

TBD, AmeriCorps Program Officer*

The AmeriCorps Program Officer is responsible for setting program goals; planning, coordinating, and implementing
program evaluation; preparing reports for program evaluation; maintaining member time records; site development and
compliance monitoring; working jointly with AmeriCorps program staff to resolve program related issues; and,
processing reimbursement requests. The AmeriCorps Program Officer will disseminate information such as grant
requirements, policies and procedures, and best practices to subgrantee staff.

*Please note: Kristen Henry is the temporary point of contact for the AmeriCorps programs and can be reached at
Kristen.henry@dc.gov or 202-727-8003.

Sarah Watkins, Learning and Disability Inclusion Program Officer

The Training and Disability Inclusion Program Officer is responsible for overseeing program development through the
Program Development and Training Calendar. This role also oversees the inclusion of people with disabilities in
AmeriCorps programs and management of the DC AmeriCorps Leadership Council. The Training and Disability Inclusion
Program Officer can set up individualized trainings for AmeriCorps programs.
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Member Management

Recruiting AmeriCorps Members

AmeriCorps programs are tasked with recruiting qualified members who will successfully carry out programs in their
communities. Each AmeriCorps program is unique and has different needs of qualities in their members. The key to
successful recruitment and engagement of AmeriCorps members is creating a comprehensive AmeriCorps Member

III

Position Description. The Position Description is how you will “sell” your program to prospective members, so be clear,

concise and honest about the service that members will provide.

The Member Position Description must also clearly align with goals and objectives in the program’s approved grant
proposal and it must also adhere to AmeriCorps rules and regulations for allowable Member activities.

All AmeriCorps Member Position Descriptions should include at least the following:

e A “one-liner” about your agency and what you are looking for in a member;

e A paragraph describing your organization’s mission and work;

e Alist of the duties and responsibilities of the member position;

o Alist of required and preferred qualifications;

e Adescription of benefits if applicable: stipend amount, Education Award, health insurance, loan deferment, and
other benefits, tangible and otherwise;

e Alist of all the necessary background checks they must agree to conduct — National Sex Offender Public Registry,
State criminal check, and FBI;

e Ashort sentence or two about any unique opportunities offered—advanced training in a particular skill, for
example, or anything that is unique about your community;

e Contact or resource for requesting additional information;

e Equal Employment Opportunity Council and American with Disabilities Act language (“will not discriminate against a
member on the basis of race, color, religious creed, ancestry, union membership, age, sex, sexual orientation,
national origin, disability, nor political affiliation”); and

e Term of service and hours requirement.

The three areas you need to consider in developing your recruitment plan are: your recruitment activities, your
recruitment timeline, and your budget to carry out successful recruitment. There are three questions to ask when you
are developing your recruitment plan:

1. How and what will we do?

e What existing events can we take advantage of (career fairs, festivals, community days, other local events)?
e Where are we likely to find concentrations of potential applicants?

e What sorts of materials will we need (brochures, position descriptions, handouts)?

e  Who will create our materials?

e Are there social media and online outlets that we can use (My AmeriCorps, Facebook, websites, national/local
listservs)?

e What community partners should we work with?
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Who will work on member recruitment in my organization?

2. When will we do it?

e When do members need to start?

e How long will it take to conduct our recruitment campaign?
e When do career fairs or other outreach events take place?
e How long will interviews take?

e When will orientation sessions begin?

e How long after recruiting a member can he or she start?

e When will we be ready to start recruiting?

3. How much will it cost?

e Are there costs associated with posting our positions to publications, websites, or attending career fairs?
e Are there costs associated with creating alternative formats?

e Are there additional costs associated with printing copies of applications, brochures, etc?

e How much staff time (and consequently payroll costs) be spent on recruitment?

The Corporation has made it increasingly easier to recruit AmeriCorps members via the Internet. The Corporation-
hosted website, www.my.americorps.gov, allows for programs, once approved for funding, to post available AmeriCorps

positions free of charge and provides a searchable database for prospective members. Organizations can post service
opportunities to the My AmeriCorps Portal through the Member Management Portal in eGrants. Here are step-by-step
instructions to create a service opportunity through eGrants to be posted on the My AmeriCorps Portal:

On the main screen of eGrants, select ‘Recruitment’ under “View My AmeriCorps Portal”
Select “Service Opportunities” on the Recruitment Workbasket screen.
Select “Create Opportunity Listing”

el

Fill in the appropriate information specific to your Service Opportunity on the proceeding screens.

*The eGrants system will not let you proceed until all required information (noted with a red star) is filled in.
*You can decide to make the Service Opportunity immediately available or save the information to post at a later date.

Enrolling AmeriCorps Members

Once your organization has recruited qualified individuals to serve in your AmeriCorps Program, it will be time to enroll
the members into your organization and into the required AmeriCorps systems. Enrollment in the egrants system must
be done within 30 days of the member start date. This 30 day period of time also applies to when a member is exited
from the program. This is a requirement of the grant. Failure to do so will be reported to Serve DC and the Corporation.
Additionally, Serve DC requires all subgrantees to enroll members into the OnCorps system. This is required for member
timekeeping and approval of Periodic Expense Reports (PERs).

AmeriCorps Member Files

A critical administrative responsibility for AmeriCorps Program Managers is the maintenance of AmeriCorps member
files. These files are required by the Corporation to ensure compliance with statutory regulations, such as eligibility to
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receive federal assistance. The following are the content requirements of the member file. Discrepancies in files or
additional information related to the member file must be documented and requires a “memo to file”. An example
AmeriCorps Member File Checklist can be found in Appendix 1.1.

Citizenship Requirement
To be eligible to serve as an AmeriCorps Members, an individual must satisfy the Citizenship Requirement at time of

enrollment.! A significant change in documenting citizenship is that sub-grantees will no longer need to provide proof of

citizenship documents in the Member File. From the Corporation’s website:

In 2012, the Corporation announced that the process for verifying the identity and citizenship status of individuals applying to
serve in AmeriCorps has been automated. By law, to serve in an approved AmeriCorps position, an individual must be a
citizen, national, or lawful permanent alien of the United States (42 U.S.C. 12602(a)(3)). With the signing of this agreement,
upon an individual accepting a position, the individual’s information will be automatically reviewed by the Social Security
Administration within 3 business days. If the individual’s information is verified, the AmeriCorps grantee or sponsor will not
need to do anything. The individual’s status will appear as “Verified” in their My AmeriCorps account and in eGrants for your
records. If the individual’s information cannot be automatically verified by the Social Security Administration, sub grantees
will receive an email regarding next steps which will include a request for documentation. For both grantees and sponsors in
this scenario, the grantee or sponsor will need to review and verify the individual’s documentation and provide copies to CNCS.
Within eGrants, the status of an individual’s identity and citizenship review can also now be seen at any time and this

information must be accessible to Serve DC staff for monitoring and auditing purposes.

Additional information can be found at: www.americorps.gov.

While not required in the Member File, AmeriCorps Program Managers should be familiar with the appropriate
documentation for this requirement as listed below.

e Primary documentation of status as a U.S. citizen or national:

o A birth certificate showing that the individual was born in one of the 50 states, the District of Columbia, Puerto

Rico, Guam, the U.S. Virgin Islands, American Samoa, or the Northern Mariana Islands

A United States passport

A report o